Report Preparation Guide

Adjustments to Controller's Accounts - Year-End Report No. 3

Purpose

The Adjustments to Controller’'s Account, Year-End Report No. 3 identifies any adjustments
needed to correct central records maintained by the State Controller’s Office (SCO) as of
June 30. However, this report does not correct the records of the SCO. A Transaction Request
form CA504 must be sent to the SCO to correct the errors. The adjustments must also be
reported on the Reconciliation of Agency Accounts with Transactions per State Controller,
Year-End Report No. 15.

Reference Documents

*
*

*
*

Final SCO/Agency Reconciliation Worksheet as of June 30

Final Reconciliation of Controller’'s Accounts with Final Budget Report/Agency
Records, Report No. 5

Reconciliation of Agency Accounts with Transactions per State Controller, Report No.
15

SAM section 7955
Finance Year-End Training — Presentation - Session 2, Report No. 3

Chart of Accounts — Crosswalk of Accounts to Legacy Accounts — Department Use
(Finance, FI$Cal Resources for Accounting web page)

SCO Year-End Financial Reports Procedure Manual (Budgetary/Legal)
Year-End Reporting Checklist

How to Prepare

Report No. 3 is an input document that consists of the following forms:

1) Form 576 A - Report adjustments to asset and liability accounts. The form must be

completed when the adjustment is between funds and/or agencies/departments.
Review the corresponding Transaction Request form for each adjusting item to
determine the fund or appropriation for which amounts are due to or due from.

a. If the adjustment is within the same fund, use Legacy Uniform Codes Manual
(UCM) general ledger account (GL) 1420, Due From Other Appropriations, or
GL 3115, Due to Other Appropriations. A 4-digit Organization Code (Business
Unit) of the agency/department involved in the inter-agency transaction is
required next to the appropriation GL.
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b. If the adjustment is between two different funds, use GL 1410, Due From Other
Funds, or GL 3114, Due To Other Funds. A 4-digit subsidiary fund number of the
fund involved in the inter-fund fransaction is required next to the appropriation
GL. Enter the adjustment amount and enter D (debit) or C (credit) in the “D/C”
column.

2) Form 576 B - Report adjustments to expenditure, reimbursement, transfer, and receipt
accounts (hominal accounts). Record the Adjustments to SCO Accounts included on
the final SCO/agency reconciliation worksheet as of June 30 for each applicable
account line. Multiple adjustments for the same line should be totaled and entered as
the net adjustment to the account. Enter the adjustment amount and enter D (debit)
or C (credit) in the “"D/C"” column.

How to Validate

To validate the completeness and accuracy of Report No. 3:
1 - Review report header information, including the As of Date.
2 - Validate the Agency Name, Agency Number, Fund Name, Fund Number.
3 - Account numbers must be in Legacy UCM general ledger account values (GL).

4 - The amounts on Report No. 3 Form 576 B should match adjustments on Report No. 5 (if
crossing fund or appropriation reference).

5 - The amounts on Report No. 3 Form 576 B should match adjustments on Report No. 15.

Important Notes/Tips

Steps for Governmental Cost Funds:

» Complete a Transaction Request (CA 504) and submit a copy to SCO with Report No.
3. This report does not correct the SCO’s accounts. Remember that the original
Transaction Request form must be submitted to the SCO Bureau of Accounting and
Consulting (BAC) to correct the SCO cash basis records on agency accounts. Indicate
“For Report No. 3 and correction is needed only in SCO legacy” to alert SCO not to
interface the transaction back to FI$Cal.

» Each entry on the Report No. 3 must be identified by a number that cross-references
to the CA 504. This number should be placed on the Account Title column on Form
576A and to the right of the amount on Form 576B.

> Verify that Report No. 3 Form 576 A and Form 576 B total to a net amount of zero.
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Steps for Non-Governmental Cost Funds:

» Prepare Report No. 3 when the department’s account balances for the accounts
listed below do not agree with SCO'’s balances on June 30.

o Cash in State Treasury - (Account 1104000) (GL 1140)
o Deposits in Surplus Money Investment Fund (Account 1120000) (GL 1210)
o Prepayments to Other Funds/ Appropriations (Account 1309200) (GL 1730.0666)
o Advances to Other Funds (Account 1222000) (GL 2120)
» Use Form 576 A to report adjustments. Form 576 B is not used.
» An explanation for each adjustment should be included with the completed form.

» The reported adjustment combined with the Pre-Closing Trial Balance, Year-End Report
No. 7, should be the amount necessary to bring the department’s accounts in
balance with the SCO’s June 30 balances.

» The total debits must equal the total credits.
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For illustration purposes, attached is a sample of Transacting Request CA 504.

Corr SFM 134940 6-23-21

STATE CONTROLLER'S USE ONLY STATE CONTROLLER'S USE ONLY
DOCUMENT DATE MSG STATE OF CALIFORNIA TC
NO. CCCCMMDD Code OFFICE OF THE STATE CONTROLLER coee |VERIFIED BY:
JE TRANSACTION REQUEST DATE:
pace 1 oF 1
[Egency: ress: Agency Document Number:
Department of Training 1234 123 L Street, Sacramento, CA 95814 DOT TRF #13
D 800 USE SOURCE
FUND AGY FY M| REF/ITEM FED CAT | PN |c|cCAT|PGM|ELE| cOMP | TASK ACCT |22 REV / OBJ AMOUNT claltlols FUND
4321 3540 | 2020 001 10 1,186.95(D|D 4321
TESCRIFTIUE TONFF] CHEFTER NUMEBEFRTEARITT EW FROGRAN DEICRIFTION
Corr SFM 134940 6-23-21 Chapter 0006/20 B/A IT. 3540-001-4321
[ 4321 | 1234] 2020 | 001 | [ 199] [ | | (] 1,186.95]cD [ [ |
DESCRIETIO WFF] CRRFTER NUMBEF TEARITT CW PHOGURAN DESCRIPTION

Chapter 0006/20 B/A IT. 1234-001-4321

I (DWTELWH'LNLH"TJME FHOGHAN DESCHIFTION

HEEEN

HEEEE

] l

[ I

[ LI

TiESL RIF TR

FROGREAN DEFCRIFTION

I TONFF] CAAFTER NUMEEFITTEARTTER

TYPE OF TRANSACTION:

Correct SFM 134940 dated 6/23/2021

LEGAL AUTHORITY AND REASON FOR REQUEST:

To correct SFM 134940 dated 6/23/2021 for Program 99. The expenditure was incorrectly charged
to Org 1234 by Org 3540. The charge does not belong to Org 1234

| hereby ceriify under penalty of perjury that | am the duly appointed, qualified. and acting officer of the herein named State agency.,
department, board, commission, office or institution; that the within transfer is in all respects true, correct, and in accordance with all
applicable provisions or restrictions in the Budget Act, Federal Regulations, or other statute pertaining to the particular appropriation.

Digitally signed by U.R. Dunna

U . R. Du n ne Date: 2021.09.24 11:44:12

-0

AUTHORIZED SIGNATURE:

CONTACT PERSON: U.R. Dunne PHONE FOR CONTACT: (916) 123-4567

E-MAIL FOR CONTACT: DATE:

6/29/2021

UR.Dunne@iraining.ca.qov

CA 504 PC VERSION (0372006)
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For illustration purposes, attached is a sample Report No. 3, Form 576 A - To report adjustments to asset and liability

accounts.

REPORT NO. 3Form 576 A (Reu. 719) Adjustments to Controller's Accounts
SCO USE ONLY
Document No. CCYYMMDD Fund Agency 1 June 30. 2021

B Page 1 of 2
Agency Name and Number Fund Name and Number

Department of Training (1234) 2 Training Support Fund (4321) 2
Name of Contact Person, Title Telephone Number Email Address

U.R. Dunne, Accounting Officer (916) 123-4567 |UR.Dunne@training.ca.qov
ACCOUNT TITLE ACCOUNT AMOUNT g
DUE FROM OTHER APPROPRIATIONS 3| 1420 3540 1,186.95|D |4

Net DebitsiCredits 1 , 186.95| D

ORIGINAL - State Controller's Office, State Accounting and Reporting Division
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For illustration purposes, attached is a sample Report No. 3, Form 576 B - To report adjustments to expenditure,

reimbursement, transfer, and receipts accounts.

REPORT NO. 3 Form 576 B (Few. 713)

Adjustments to Controller's Accounts

SCO USE ONLY
Document No. CCYYMMDD Fund Agency 1 June 30, 2021

B Page 2 of 2
Agency Name and Number Fund Name and Number

Department of Training (1234) 2 Training Support Fund (4321) 2
Name of Contact Person, Title Telephone Number Email Address

U.R. Dunne, Accounting Officer (916) 123-4567 UR.Dunne@training.ca.qov

S
REF? SOURCE REYENUE?
APPROPRIATION AND REVENUE ACCOUNT TITLES | FY M| o0 | CAT |PGM| ELE [COMP|TAsk |T| "L b-® |8 E OBJECT AMOUNT g
CLEARING ACCOUNT 2020 001 99 D 1,186.95|C
Met DebitsiCredits 1,186.95|C
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For illustration purposes, attached is a sample Report No. 3-Form 576 A compared to Transaction Request CA 504

REPORT NO. 3 Form 576 & (Rev. 7/19) Adjustments to Controller's Accounts
SCO USE ONLY
Document No. CCYYMMDD Fund Agency 1 June 30, 2021
B Page 1 of 2
Agency Name and Number Fund Name and Number
Department of Training (1234) 2 Training Support Fund (4321) 2
Name of Contact Person, Title Telephone Number Email Address
U.R. Dunne, Accounting Officer (916) 123-4567 UR Dunne@training ca.qov

ACCOUNT TITLE ACCOUNT AMOUNT 2

DUE FROM OTHER APPROPRIATIONS 3 1420 3540 1,186.95|D |4
Net Debits{Credits 1,186.95| D

STATE CONTROLLER'S USE ONLY STATE CONTROLLER'S USE ONLY
DOCUMENT DATE MSG STATE OF CALIFORNIA C
NO. CCCCMMDD |[Cod OFFICE OF THE STATE CONTROLLER c=ds | YERIFIED BY:
JE TRANSACTION REQUEST DATE:
FAaGE 1 oF 1
[Agency: Address: Agency Document Number:
Department of Training 1234 123 L Street, Sacramento, CA 95814 DOT TRF #13
D ICH NIE SOURCE
FUND AGY FY M| REF/ITEM FEDCAT |PIN|C|CAT PGH| ELE|COMP | TASK | ACCT ? REV ! 0BJ AMOUHNT cla|T|O|B FUHD
4321 3540 | 2020 001 S 10 | . 1,186.95|D|D 4321
Corr SFM 134940 6-23-21 Chapter 0006/20 B/A IT. 3540-001-4321
[ 4321 [1234 [ 2020 | [ 001 | ] | [99| | | ] | | 1,186.95/cp| | | |
Corr SFM 134940 6-23-21 Chapter 0006/20 B/A IT. 1234-001-4321
I I I
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For illustration purposes, attached is a sample Report No. 3-Form 576 B compared to Transaction Request CA 504.

REPORT NO. 3Form 576 B (Rev. 7/13) Adjustments to Controller's Accounts
SCO USE ONLY
Document Mo. CCYYMMDD Fund Agency 1 June 30, 2021
B Page 2 of 2
Agency Name and Number Fund Name and Number
Department of Training (1234) 2 Training Support Fund (4321) 2
Name of Contact Person, Title Telephone Number Email Address
U.R. Dunne, Accounting Officer (916) 123-4567 UR Dunne@training.ca.gov
s
APPROPRIATION AND REVENUE ACCOUNT TITLES FY (L] l'f:f-:';: CAT | PGM ELE COMP| TASK | T ngggE B 3 HE;EESEP AMOUNT g
CLEARING ACCOUNT 2020 001 99 D 1,18695/ C| 4
MNet DebitsiCredits 1,186.95| C
STATE CONTROLLER™S USE ONLY STATE CONTROLLER'S USE ONLY
DOCUMENT DATE MSG| STATE OF CALIFORNIA TC
NO. CCCCMMDD |Codey OFFICE OF THE STATE CONTROLLER Cuis | YERIFIED BY:
JE TRANSACTION REQUEST DATE:
PaGE ] oF 1
[ARgency: Address: Agency Document Humber:
Department of Training 1234 123 L Street, Sacramento, CA 95814 DOT TRF #13
D sCe msE SOURCE
FUHD AGY FY |M| REF/ITEM FEDCAT |P/N|[C[CAT|PGM[ELE[COMP| TASK | ACCT [%°| REV!ODBJ AMOUNHT clalt|oB FUHD
4321 3540 | 2020 001 10 1,186.95|DD 4321
DESCRIFTION {DHEF} CHAFTER HUHEERITEARITTEH F DESTRIFTION
|Corr SFM 134840 6-23-21 Chapter 0006/20 B/A IT. 3540-001-4321
[ 4321 [12342020] [ o001 | | | ] To9] | | [ ] 1,186.95/cp| | | |
BESTHIFTION {OHRFy CHAFTER RUAETRITEARTITER r BESTRIFTION
|Corr SFM 134940 6-23-21 Chapter 0006/20 B/A IT. 1234-001-4321
I I I ] I ] I I I I I 1 I [T T T 11
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For illustration purposes, attached is a sample Report No. 3-Form 576 B reconciled to Report No. 5

FEFORT MO, 3 Faonm BT6 B [Fewe. TIEE)

SCO USE ONLY

Adjustments to Controller's Accounts

Document Mo CCYYMMDD Fund AgeEncy 1 June 30, 2021
B Page 2 of 2
Agency Mame and Number Fund Hame and Humiber
Department of Training (1234) Training Support Fund (4321) 2
Hame of Contact Person, Tite Telephone Number Email Address
U.R. Dunne, Accounting Officer (216) 123-4567T UR Dunne@iraining ca gov

APPROPRIATION AMND REVENUE ACCOUMT TITLES Fy  |ma ﬁ:: caT |Fe| ELE |come| Task | T “’:_ﬁE =|c "E: 'El ""E‘m ARSOUNT o
CLEARING ACCOUNT 2020 o001 a9 D 1,186.95| C

Mt DebitehCredits 1,186.95| C

REPORT NO. &
FIMAL RECOMCILIATION OF CONTROLLER'S ACCOUNTS JUNE 30, 2021
WITH FINAL BUDGET REFORT/IAGEMCY RECORDS STD 573
1
AGENCY: 1234 DEPT OF TRAIMING
FUND: 4321000 TRAINING SUPPORT FUND
FY: 2020 ITEM: 001
CHAPTER MNO. 6/20 ITEM MO. 1234-001-4321
APPROPRIATION
EXPENDITURES BALAMCE

JUME 20 ACCOUNT BALAMCE PER STATE CONTROLLER'S RECORDS 3365626229 -2.434 03195
REVERSE PRIOR YEAR ADJUSTMENTS TO COMTROLLER'S ACCOLUNTS Leave Biank
REVERSE PRIOR YEAR EXFENDITURES/REIMEURSEMENTS ACCRUED Leave Blank
REVERSE PRIOR YEAR CORRECTIONS MADE BY CONTROLLER'S OFFICE Leave Biank
APPLY CURRENT YEAR ADJUSTMENTS TO CONTROLLER'S ACCOUNTS REPORT 3-Form 576 B -1,186.95 2 118695
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For illustration purposes, attached is a sample Report No. 3-Form 576 B reconciled to Report No. 15

REFPORT MO, 3 Fonm 576 B [(Few. 7H3)

Adjustments to Controller's Acccounts

SCO USE ONLY
Document MNo. CCY Y MMDD Fund Augency 1 Jdune 30, 2021
B Page 2 of 2
SAugency Name and Numb-er Fund Mame and Number
Department of Training (1234) 2 Training Support Fund (4321) 2
Mame of Contact Person, Tithe Telephone NMumber Email Address
U R. Dunmne, Accounting Officer (916) 123-4567 UR. Dunne@training.ca. gow
APPROPRIATION AND REVEMNMUE ACCOUNT TITLES [ o L] ::E_E:: CAT PiGRa ELE cCorMF TASK Ll SI:::gE = % R-:E_.E":;E' ARMOUMNT g
CLEARING ACCOUNT 2020 001 o9 D 1,186.95|C | 4
MNet DebitsiCredits | ‘1 86.95| C
| AGENCY 1234 - DEPFARTMENT OF TRAINING Report No. 15
FUND 4321 - TRAINING SUPPORT FLUND
RECONCILIATION OF AGENCY ACCOUNTS WITH TRANSACTIONS PER STATE CONTROLLER
FISCAL YEAR EMDING JUNE 30, 2021
| Tra '8 par Agency Accounts
Appropriations Controler approp, Expend  |Appropristion Reimb Ravenus L Reverted SApprop Sinlewide
eI T1 Aceruals TOTAL {00 ) 100 Siid B AsBaRamenis
(&) o el d {H} L L) {43 fk}
P A Hhigs [ =) PR T Py B e § Hewp &L Frial
SC0 Tab R Rapoit 2 Fiatd Rapoit 8 Rapart 8 Report 4 Balairce
Item 1234-001-4321
Frogram 10, State Budgoet 18 S8 &0 30 T EN0.TEE TT) 20 BT 4TT 18 20 38T 4TT 18
Frogram 15, Financial Information Syatam for Ca 1,071 534 ua T 1T 60 6T | 31661570
Pragram 20, State Audils and Evaluations T ITE 272 8 | 1.511. 718 59 5. BT B0 40 o 5287 BE1 40
Frogram 30, Statewide Acd Policdes, Consulting & Tri 4 TE3 Felh 07 | i,070,553.08 E &34 24313 1l 5524 24313
Pragram 32, Deparbmant of Justice Lagal Sandcas B 01713 | 73058 02 158 OTE 05
FProgram 37 1 e nt ita an 7:\.9?1340; 1,54 7 G, 245 | 8,545 531 20
Pragram 40,01, Administration 6, TZ7 048 11 | 1,541 657 77 B 265 6805 88
Frogram 40.02, Administration-Distribuied -8 TIT 548 11 | -1, 541 857.77 -8 260 805 85
Pragram 99, Clearing Accournt 9538 508 24 | -5 534 380 29 0.048
1 m m BT 70 -State Bud ER-LE 1,005 0 2D ARD 4G
Category 80,15, Reimbursaments 1o 6775 -Financial -2 623 TEZ 24 564 B33 45 1| -3,188,615 70
Category 90.20, Relmbursements 1o 5780 -State Aud & 385 78413 480 04 41]  -5.835 775 54 -5 835 FT5.54
Category 90 30 Relmbursamants 1o 6785 -Statawlida =3, 734 S50 48 | BB ITAAG| -4 54388817 - 43 BEL 1T
Lategory 06, SCIF Depogil g057e] = AL
Category 97, ORF Advance 200, B0, 0D | - 200, (=040, 00
Catagory 08, Advance 10 SRF - Othar 42,000 040 | =42 000, 00
TOTAL 31,854 3T 53 -1, 370887 17| 51,817 584 97| 48 B8 T45 82 -15 8T TTE 48 -£11, 381 81 -51,022 38| 0,00
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